
DEFERRAL, EXTENSION, SUSPENSION 
OR WITHDRAWAL FORM  

IMPORTANT — PLEASE READ BEFORE COMPLETING THIS FORM 
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Submit this form to Student Services at least 10 business days before the date you want your request 
to take effect.

All requests must be supported by documentary evidence (see Section 4). Requests submitted without 
evidence cannot be assessed. 

If your request is approved and affects your course end date, ACTB will issue a new Confirmation of 
Enrolment (CoE) and notify the Department of Home Affairs via PRISMS within 14 days. 

Units missed during a deferral or suspension are subject to availability. Student Services will work 
with you on a return plan upon your approved return date. 

If your request is denied, you have the right to appeal under the ACTB Complaints and Appeals Policy 
and Procedure within 20 business days of receiving written notification of the decision.

International students: Your student visa status may be affected by this request. You are encouraged 
to contact the Department of Home Affairs on 131 881 for advice before your request takes effect. 

Student Name :

SECTION 1 — STUDENT DETAILS 

Student ID :

Nationality / Country
of Citizenship :

:Date of Birth 

:Current Course 
Start Date

:Current  Course 
End Date

Mobile Number :

Email Address :

Emergency Contact 
Number :

Emergency Contact 
Name :
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SECTION 2 — TYPE OF REQUEST (select one only) 

SECTION 3 — REASON FOR REQUEST 

DEFERRAL
Delay the start of my course before commencement. 

SUSPENSION
Temporarily pause my enrolment after commencement. Duration assessed on a case-by-case basis.

EXTENSION
Extend the duration of my enrolment period.

WITHDRAWAL 
Permanently cease my enrolment in this course.

Serious illness or injury Surgery or hospitalisation

Mental health grounds Bereavement of close family member 

Family Circumstances Student visa delay or extension pending 

Natural disaster or political upheaval Serious accident or crime (victim or witness) 

Significant financial hardship Other compassionate or compelling 
circumstances 

:For deferrals — proposed new course start date

:For extensions — proposed new course end date

:For suspensions — proposed start date

:For suspensions — proposed return to study date

:For withdrawals — last day of study

Please select the primary reason (select all that apply): 

Please describe your circumstances in full details: 



Australian College of Technology and Business  |  ABN: 60 124 300 545  |  RTO No: 32017  |  CRICOS Code: 03164M  
www.actb.com.au               info@actb.com.au       100 Brunswick St, Fortitude Valley QLD 4006, Australia             +61 7 3852 6967

Deferral, Extension, Suspension or Withdrawal Form v4.0 | 06 May 2026 | Page 3 of 5

SECTION 4 — SUPPORTING EVIDENCE 

SECTION 5 — CONTACT DETAILS (UPDATE IF CHANGED) 

Medical certificate from a registered medical 
practitioner

Letter or certificate from a registered 
psychologist or psychiatrist

Return flight tickets or booking 
confirmation showing dates

 Police report or court documentation 

 Statutory declaration (signed before a 
Justice of the Peace)

I confirm that all supporting documentation listed above is attached to this form. 

Note: ACTB reserves the right to request additional documentation. Where original documentation is not 
available, a statutory declaration signed before a Justice of the Peace may be accepted at the discretion of 
the RTO Manager or delegate.

Hospital admission records or discharge 
summary 

Death certificate, funeral notice or 
obituary 

Written communication from the Department 
of Home Affairs (visa matters)

News reports or government advisories 
(natural disaster / political upheaval)

Other — please describe in the box below 

You must attach supporting documentation to this form. Under National Code 2018 Standard 9, requests 
cannot be assessed without evidence. Please tick all documents you are providing: 

If providing "Other" evidence or a statutory declaration, please describe what you are providing:

Have your contact details changed since you last advised ACTB? 

Yes — please complete below No — details unchanged     

:Residential Address

Suburb : Postcode :

State : Country :
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Mobile Number :

Email Address :

SECTION 6 — STUDENT DECLARATION 

FOR OFFICE USE ONLY 

The information provided in this form is true, correct and complete to the best of my knowledge.

I have attached all required supporting documentation. 

I have discussed my circumstances with Student Services prior to submitting this form, or I am 
submitting this form in lieu of that discussion. 

I understand that approval is not guaranteed and that Student Services will notify me of the outcome in 
writing within 20 business days of receiving this form and all required supporting documentation.

I understand that if my request is approved and affects my course end date, ACTB will issue a revised 
CoE and notify the Department of Home Affairs via PRISMS within 14 days. 

I understand that if I disagree with the outcome of my request, I may appeal under the ACTB Complaints 
and Appeals Policy and Procedure. ACTB aims to finalise all investigations within 60 calendar days. 

I understand that my student visa status may be affected by this request and I have contacted, or will 
contact, the Department of Home Affairs on 131 881 for advice. 

By signing this form, I confirm that: 

Printed Name :

Received by 
(Student Services)

:

Student Signature  :

Date             :

Date Received  :

Decision Date  :

Approved  Denied Decision :
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Approved by 
(RTO Manager) :

Outcome letter 
sent to student :

 Yes No New CoE required? :

 Yes No N/A PRISMS updated? :

SUBMIT THIS FORM TO STUDENT SERVICES: 

Email admin@actb.com.au :

In person  Student Services — 100 Brunswick Street, Fortitude Valley QLD 4006 :

Phone  07 3852 6967 :
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